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Why Choose QuickBooks? 



• 4 million users 
■ 95% of small business 

accounting software sales 



I intuit 
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TRANSACTIONS 



Two ways to enter transactions in QuickBooks: 
1 . Onscreen journal 



Tl Make General Journal Entries 



r^irwiE&i 



^ Previous 0^ N ext (7] Save ^ Print,. ^ History 



Attach 



Date 



Entry No, 1121 



Account 
13100 ■ Pre-paid Insurance 



62100 ■ Insurance: 62120 ■ Liability I... 



Debit Credit Memo Name Billable? Class | 

MB . 8 3 July allocation of prep , , , Overhead I Overh , , , 



Save & Close 
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Transactions 



Two ways to enter transactions in QuickBooks 
2. Onscreen forms 



1J Create Invoices 



^0 Previous 0^ Next Q Save 



Customer : Job [Kitchen Up ... ] 



Remodel ▼ 



Invoice 



Brian Cook 
345 Cherry Lane 
Middlefield CA 94482 



Customer 

Message 



Bill Payments(Check) - Checking 


l-m-ll-ffHIrfad 


^ Previous 0* Next Q Save ^ Pi 


rint ▼ ^ Find ^ History [1] Journal Attach 



ITEM 


DESCRIPTION 


QUAN... U/M 


Appliance 


1 Gas Rangetop 




Appliance 


1 Double oven 





O To be printed 
0 To be e-mailed 



| Add Time/Costs. ■■ | Apply Credits... 



Customer Tax Code Tax ▼ 



^ Learn about our payment processing and online invoicing solutions. 



Ending Balance 46,969. 10 



Send - © Ship ▼ I t\ 



Pay to the Order of East Bayshore Tool & Supply 



Date 12/15/2013 [M\ 
$ 696.52 



Six hundred ninety-six and 52/100* ******************************* Dollars 


Address 


East Bayshore Tool & Supply 
5111 N. Grand Ave 
E. Bayshore, CA 92781 





Bills paid in this transaction: 



0 Online Bank Pmt O To be printed 



Tax | San Domini 



P... 


Date Due 


Vendor 


Ref. No. 


Bill... 


Amt. ... 


Disc. Date 


Amt. Paid 1 


✓ 


12/31/2014 


East Bayshore Tool & Su. . . 




696.52 


696.52 




696.52 


□ 





















Payr 

Balabc 



Clear Splits | Recalculate Discounts 
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Create An Accounting 
System using QuickBooks 

Step 1 : Create a new company data file. 
Step 2: Create a chart of accounts. 

Step 3: Create lists: 

■ Customer list 

■ Vendor list 

■ Item list 

■ Employee list 

■ Other 
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Create An Accounting 
System using QuickBooks 

Step 4: Enter transactions using an 

onscreen journal or onscreen form. 



Create Invoices 


raj-silm 


^0 Previous 0^ Next (T) Save ^ 1 


3 rint ▼ Cjjf Send ▼ Ship ▼ ^ Find Q Spelling ^ History 



\r\ Make General Journal Entries 



SCM]^ 



^ Previous Next (T| Save ^ Print... ^ History |§ Attach 



Date 



H] Entry No. 1121 



Customer: Job [Kitchen Up. . .] 

3 



Remodel ▼ 



Template [ Print Preview | 



Rock Castle Invoice 



Invoice [ 


BILL TO 




Brian Cook 
345 Cherry Lane 
Middlefield CA 94482 



ITSl Ship To 1 


- 


Brian K. Cook 




345 Cherry Lane 




Middlefield, CA 94482 





| Account 

WBB 

13100 * Pre-paid Insurance 



62100 • Insurance:62120 ■ Liability I.. 



Credit Memo Bill Payments(Check) - Checking 
148.83 I July alloc 






<0 Previous 0^ Next Q Save ^ Print ▼ ^ Find ^ History @ Journal |jj) Attach 



Bank Account 






Ending Balance 46,969. 10 



Pay to the Order of East Bayshore Tool & Supply 



Date 12/15/2013 [ 5 ] 
$ 696.52 





|Net 30 




01/14/2015 \m\ 


QUAN... U/M 


RATE 


A.. 


. Tax 




1 247.50 


1 24.. 


. Tax 




350.00 


1 35.. 


,. pax 


fax |san Domingo 


- |(7.5%) 


11., 






Total 


1 ... 





Six hundred ninety-six and 52/100* ****** 


*********************«**«! 


Address 


East Bayshore Tool & Supply 
5111 N. Grand Ave 
E. Bayshore, CA 92781 





\pp|y Credits... | Payments Applied 

, . ~ Balance Due 

-ode Tax ▼ 






| Save & Close | | Save & New 



Bills paid in this transaction: 



H Online Bank Pmt O To be printed 



p... 


Date Due 


Vendor Ref. No. 


Bill... 


Amt. ... 


Disc. Date 


Amt. Paid | 


y 


12/31/2014 


East Bayshore Tool & Su. . . 




696.52 


696.52 




696.52 * 

□ 



















[ Clear Splits ] [ Recalculate ] [ Discounts 



[ Save & Close | Revert 



0.00 

1,636.69 
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Create An Accounting 
System Using QuickBooks 




Step 5: Prepare reports. 

■ Balance sheet 

■ Income statement 

■ Statement of cash flows 




Input Data 

www.facebook.com/PK322 
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II 








QuickBooks 



Output Reports 



QuickBooks Navigation 



Icon bar 



Home Calendar 



[§P © S3 

Snapshots Customers Vendors Employees 




Docs Reports Statement Writer App Center 



www.facebook.com/PK322 



1-8 




QuickBooks Navigation 



Menu bar 



File Edit View Lists Favorites Accountant Company Customers Vendors Employees Banking Reports 
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QuickBooks Navigation 



Home page 



File Edit View Lists Favorites Accountant Company Customers Vendors Employees Banking Reports Online Services Window Help 



^ 

Home Calendar 



i @ @ P 

Snapshots Customers Vendors Employees 



Si ® m * 

Docs Reports Statement Writer App Center 



* a 
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Home Page 
Customers 



File Edit View Lists Favorites Accountant Company Customers Vendors Employees Banking Reports Online Services Window Help 







m 


© 








m 


ffl 


* 


1*1 


Home 


Calendar 


Snapshots 


Customers 


Vendors 


Employees 


Docs 


Reports 


Statement Writer 


App Center 


Inv 



* a 



Home 



I ■=■ ll-S |[^»| 



□ 



-0M3- 



Purchase 

Orders 









Sales 

Orders 

/K 

0 - 



Create 

Invoices 



Create Sales 
Receipts 



Receive 

Payments 



Statement Finance Statements 
Charges Charges 



Refunds 
& Credits 



Payroll 

Center 



Enter 

Time 



Pay 

Employees 



Pay 

Liabilities 



Process 

Payroll 

Forms 



Employee 

Benefits 



Company 





Receive 


Enter Bills 


Manage 






Inventory 


Against 


Sales 


Chart of 






Inventory 


Tax 


Accounts 


Cpx 




.£>l 


i> 


Til 




— 


Items & 


Entei 


r Bills 




Pay Bills 


Services 

f cwJ 






m 



QuickBooks Calendar 
Mobile 



tanking 



Record Reconcile 
Deposits 



3 © 



Write 

Checks 



Check 

Register 



Print Enter Credit 
Checks Card Charges 



You are using a sample LcJ 
company file 



Start your new j 
company file now j 



□ Getting Started 



O Quick Start Center 



O Setup and Training 



□ Account Balances 



Name 


Bala... 


IIP 100 • YourFirst... 


46...I > 


10300 • Savings 


17 - n 


10400 ■ Petty Cash 


50... ' 


11000 ■ Accounts... 


93... - 



□ Do More with QuickBo.. 



© 

© 

© 



Payroll for 
Accountants 

Accept credit cards - 
low rates 

Order Checks & 
Supplies 

Recommended 

Services 



□ Backup Status 

[®\ Local: August 05, 2011, 
02:29 AM 

Online: Back up online 
with 



a 
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Home Page 
Vendors 



File Edit View Lists Favorites Accountant Company Customers Vendors Employees Banking Reports Online Services Window Help 







m 


© 


e 






m 


ffl 


* 


r| 


- ra 


Home 


Calendar 


Snapshots 


Customers 


Vendors 


Employees 


Docs 


Reports 


Statement Writer 


App Center 


Inv 





^ Home 



□ 



-0U3- 



Purchase 

Orders 



Receive 

Inventory 



Enter Bills 
Against 
Inventory 



Manage 

Sales 

Tax 



Chart of Inventory 
Accounts Activities 



■*ts 

Pay Bills 



Si 

Items & 
Services 



g 

Sales 

Orders 



Create Sales 
Receipts 



QuickBooks Calendar 
Mobile 



Banking 



Create 

Invoices 



Receive 

Payments 



Statement Finance Statements 
Charges Charges 



Refunds 
& Credits 



Payroll 

Center 



Enter 

Time 



Pay 

Employees 



Pay 

Liabilities 



Process 

Payroll 

Forms 



Employee 

Benefits 



Record Reconcile 
Deposits 



3 © 

Write Check 

Checks Register 



Print Enter Credit 
Checks Card Charges 



I ■=■ ll-S |[^p| 



You are using a sample ’ 
company file 



Start your new j 
company file now j 



□ Getting Started 



O Quick Start Center 



O Setup and Training 



□ Account Balances 



Name 


Bala... 


IIP 100 • YourFirst... 


46...I > 


10300 • Savings 


17 - n 


10400 ■ Petty Cash 


50... ' 


11000 ■ Accounts... 


93... - 



□ Do More with QuickBo.. 



© 

© 

© 



Payroll for 
Accountants 

Accept credit cards - 
low rates 

Order Checks & 
Supplies 

Recommended 

Services 



□ Backup Status 

[®\ Local: August 05, 2011, 
02:29 AM 

Online: Back up online 
with 



0 
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Home Page 
Employees 



File Edit View Lists Favorites Accountant Company Customers Vendors Employees Banking Reports Online Services Window Help 







m 


© 








m 


ffl 


* 


1*1 


Home 


Calendar 


Snapshots 


Customers 


Vendors 


Employees 


Docs 


Reports 


Statement Writer 


App Center 


Inv 



* a 



Home 



I ■=■ ll-S |[^»| 



□ 



-0M3- 



Purchase 

Orders 



Receive 

Inventory 






Enter Bills 
Against 
Inventory 



Company 



Manage H^fti 

Sales Chart of Inventory 

Tax Accounts Activities 



■*TS 

Pay Bills 



Sales 

Orders 



Create Sales 
Receipts 



Create 

Invoices 



Receive 

Payments 



Statement Finance Statements 
Charges Charges 



Payroll 

Center 



Enter 

Time 



Pay 

Employees 



Pay 

Liabilities 



Refunds 
& Credits 



Process Employee 



Si 

Items & 
Services 



QuickBooks Calendar 
Mobile 



Banking 



Payroll 

Forms 



Benefits 



Record Reconcile 
Deposits 



3 m 

Write Check 

Checks Register 



Print Enter Credit 
Checks Card Charges 



You are using a sample LcJ 
company file 



Start your new j 
company file now j 



□ Getting Started 



O Quick Start Center 



O Setup and Training 



□ Account Balances 



Name 


Bala... 


IIP 100 • YourFirst... 


46...I > 


10300 • Savings 


17 - n 


10400 ■ Petty Cash 


50... ' 


11000 ■ Accounts... 


93... - 



□ Do More with QuickBo.. 



© 

© 

© 



Payroll for 
Accountants 

Accept credit cards - 
low rates 

Order Checks & 
Supplies 

Recommended 

Services 



□ Backup Status 

[®\ Local: August 05, 2011, 
02:29 AM 

Online: Back up online 
with 



a 
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[CP Employees [ Customers 0 Vendors 



Home Page 
Banking 



File Edit View Lists Favorites Accountant Company Customers Vendors Employees Banking Reports Online Services Window Help 



© 


@1 


9 


© 


© 


p 


Si 


m 


ffl 


* 


r| 


- ra 


Home 


Calendar 


Snapshots 


Customers 


Vendors 


Employees 


Docs 


Reports 


Statement Writer 


App Center 


Inv 
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Home Page 
Company 



File Edit View Lists Favorites Accountant Company Customers Vendors Employees Banking Reports Online Services Window Help 







m 


© 








m 


ffl 


* 


1*1 


Home 


Calendar 


Snapshots 


Customers 


Vendors 


Employees 


Docs 


Reports 


Statement Writer 


App Center 


Inv 



* a 



Home 



(2 






-BfcQ- 



Purchase 

Orders 



Receive 

Inventory 



Enter Bills 
Against 
Inventory 



Manage 

Sales 

Tax 



■*ts 

Pay Bills 



Sales 

Orders 



Create Sales 
Receipts 



Create 

Invoices 



Receive 

Payments 



Statement Finance Statements 
Charges Charges 



Payroll 

Center 



Enter 

Time 



Pay 

Employees 



Pay 

Liabilities 



Refunds 
& Credits 



Process Employee 

Payroll Benefits 

Forms 



Company 


fro 


Chart of 


Inventory 


Accounts 


Activities 


Items & 
Services 




m 


fiD 


QuickBooks 


Calendar 


Mobile 





Banking 



Record Reconcile 
Deposits 



3 © 

Write Check 

Checks Register 



Print Enter Credit 
Checks Card Charges 



I ■=■ ii-s 



You are using a sample 
company file 



Start your new j 
company file now j 



□ Getting Started 



O Quick Start Center 



O Setup and Training 



□ Account Balances 



Name 


Bala... 


IIP 100 • YourFirst... 


46...I > 


10300 • Savings 


17 - n 


10400 ■ Petty Cash 


50... 1 


11000 ■ Accounts... 


93... - 



□ Do More with QuickBo.. 



© 

© 

© 



Payroll for 
Accountants 

Accept credit cards - 
low rates 

Order Checks & 
Supplies 

Recommended 

Services 



E Backup Status 

[aj\ Local: August 05, 2011, 
02:29 AM 

Online: Back up online 
with 



Z 



a 
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COMPANY SNAPSHOT 



File Edit View 



ivorites Accountant Company Customers Vendors Employees Banking Reports Online Services Window Help 



e 


0! 


i © 


P 


Si 


m 


0 * 


D 


9 


a ” 


- s 


Home 


Calendar® Snapshots® 


tustomers Vendors 


Employees 


Docs 


Reports 


Statement Writer App Center 


Invoice 


User Licenses 


User Licenses Item L 



Company 



Payments 



Search 



Add Content > | Restore Default 

Income and Expense Trend 
$ in 1000s 



Prev Year Income Comparison 



I This year-to-date 



All 



| Yearly 



$ in 1000s 




-eb Mar Apr May Jui 



I Expense 



Account Balances 



2011 2012 2013 2014 2015 2016 

IH Prior Year(s) Current Year 

Top Customers by Sales 



Select Accounts 

Expense Breakdown 



Goto Chart of Accounts 



This year-to-date 



Sage. Robert 



How do I customize this page? I a Prints 

Customers Who Owe Money 



a 



„i 



Customer 


Due Date A 


Amt Due 


- 


Hendro Riyadi 


11/18/2016 


4,223.00 




Robson, Darci 


12/15/2016 


12,420.98 




Allard, Robert 


09/27/2017 


14,510.00 




Mackey's Nursery and Garden . . . 


11/04/2017 


13,900.00 




Pretell Real Estate 


11/09/2017 


5,026.50 




Cook, Brian 


11/14/2017 


9,397.33 




Vitton, David 


11/30/2017 


700.00 




Teschner, Anton 


12/13/2017 


565.95 




Melton, Johnny 


12/20/2017 


8,618.64 




Burch, Jason 


12/25/2017 


1,005.00 


- 


Receive Payments 



Prev Year Expense Comparison 



Account 


Balance ▼ 


- 


[ This year-to-date ▼ 


♦ Accounts Receivable 


93,007.93 






* YourFirstName LastName Checking 


46,969.10 


_ 




o Accounts Payable 


26,636.92 












Cook. Brian 


♦ Savings 


17,910.19 






♦ Payroll Liabilities 


5,404.45 






♦ Federal Withholding 


1,364.00 




Pretell Real Estate 


«■ FICA Payable 


2,118.82 






♦ AEIC Payable 


0.00 




Memeo. Jeanette 


<► FUTA Payable 


100.00 






♦ State Withholding 


299.19 


- 


Rahn, Jennifer 



| Yearly 



$ in 1000s 



.1 



2011 2012 2013 2014 

I Prior Year(s) Current Year 



□ 
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CUSTOMER CENTER 



e 


0 




Up p 


St 


m 


ffl 


* 


m 


9 


» a “ 


- si 


Home 


Calendar 


Snaosho^L Customer^J 


*ndors Employees 


Docs 


Reports 


Statement Writer 


App Center 


Invoice 


User Licenses 


User Licenses Item L 



<£i File Edit View Lists Favorite^Accountant Company Customers Vendors Employees Banking Reports Online Services Window Help 



^ New Customer & Job 

o 



Customers & Jobs 



New Transactions’ ijj^| Print’ ^ Excel’ 
Customer Information 



f^i Word’ Collections Center 



View Active Customers 






Find 



HE) 



Name 



♦ Abercrombie, Kristy 



♦ Family Room 
♦Kitchen 

♦Remodel Bathroom 

> Allard, Robert 

♦ Remodel 

> Babcock's Music Shop 

♦Remodel 

> Baker, Chris 

♦Family Room 

♦ Garage Repair 
>Balak, Mike 

♦Utility Shed 

> Barley, Renee 

♦Repairs 

> Bauman, Mark 

♦Home Remodel 
>Bolinski, Ratal 

♦ 2nd story addition 

> Bristol, Sonya 

♦ Repairs 
♦Utility Shed 

> Burch, Jason 
♦Room Addition 

> Campbell, Heather 

♦Remodel 

> Carr's Pie Shop 

♦ Remodel 



Balance Total Attach 

0.00 
0.00 
0.00 
14,510.00 

14.510.00 
0.00 
0.00 
0.00 
0.00 
0.00 
0.00 
0.00 
0.00 
0.00 
0.00 
0.00 
0.00 
0.00 
0.00 
0.00 
0.00 

1,005.00 
1,005.00 

13.900.00 
13,900.00 

0.00 
0.00 



Attach 



Edit Customer.. 



More Contacts Reports for this Customer 



Customer Name Abercrombie, Kristy 
Customer Type Residential 
Company Name 

Billing Address Kristy Abercrombie 
5647 Cypress Hill Rd 
Bayshore CA 94326 

Map | Directions 

Notes 9/15/2003: Send Kristy estimate for den remodel. 



Contact Kristy Abercrombie 
Phone 415-555-6579 
Alt Phone 
Fax 

Email knsty@samplename , com 
Terms Net 30 
Price Level 



d OuickReport 
Open Balance 
- Show Estimates 
■ Customer Snapshot 



to customer data 



Show All Transactions 



Filter By All 



Date This Fiscal Year 



01/01/2016 - 12/31/2016 



Type 



Num 



Date ’’ 



[Payment 



12/15/2016 



10100 • YourFirstName LastNam.. 



Estimate 


613 


12/12/2016 


90200 ■ Estimates 


7,676.13 


Invoice 


1091 


12/10/2016 


11000 • Accounts Receivable 


4,522.00 


Check 


476 


12/01/2016 


10100 - YourFirstName LastNam... 


-711.15 


Credit Memo 


4002 


12/01/2016 


11000 • Accounts Receivable 


-711.15 


Invoice 


1084 


11/25/2016 


11000 • Accounts Receivable 


3,111.28 


Sales Receipt 


3006 


10/30/2016 


10100 • YourFirstName LastNam. . . 


743.75 


Estimate 


606 


10/30/2016 


90200 ■ Estimates 


3,114.00 


Sales Receipt 


3004 


10/25/2016 


10100 • YourFirstName LastNam. . . 


1,067.88 


Payment 


129342 


08/15/2016 


12000 • Undeposited Funds 


1,292.78 


Sales Order 


7000 


06/07/2016 


90300 • Sales Orders 


1,293.00 


Invoice 


1043 


06/07/2016 


11000 • Accounts Receivable 


1,292.78 


Invoice 


1044 


06/07/2016 


11000 ■ Accounts Receivable 


0.00 


Payment 


8438 


02/20/2016 


12000 ■ Undeposited Funds 


5,019.08 


Invoice 


1024 


02/01/2016 


11000 • Accounts Receivable 


5,019.08 
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VENDOR CENTER 



U File Edit View Lists Favorites Accountant Company Customers Vendors Employees Banking Reports Online Services Window Help | - || 8 1 | X | 





0 


0 






6* 


m 


ffl 


* 


u 




9 i * 


- \M 


Home 


Calendar 


Snapshots 


Customs^ 


L Vendors^im p 1 oy ees 


Docs 


Reports 


Statement Writer 


App Center 


Invoice 


User Licenses 


User Licenses It 



New Vendor...* *£] New Transactions* Print * ^ Excel* j Word’ 



Vendors | Transactions 




Vendor Information 




| 10 Attach ] [ Edit Vendor... ] 


Reports for this Vendor 


View Active Vendors 




rm 




Vendor Name 


A Cheung Limited 


Contact Angela Cheung 


■ OuickReoort 






IQ 1 








Vendor Type 




Phone 


510 555 5723 


Open Balance 






!H 1 








Company Name 


A Cheung Limited 


Alt Phone 








Name 


Balance Total Attach 






Address 


A Cheung Limited 


Fax 


510 555 5733 






|A Cheung Limited 


0.00 




* 






Angela Cheung 
3818 Bear Rd. West 


Email 


AC@CheunaLimited . com 






Bank of Anycity 


0.00 




u 






Berkeley, CA 94688 


Account Number 








Bayshore CalOil Service 


0.00 












Terms 








Bayshore Water 


0.00 










Map 1 Directions 


Billing Rate Level 








Bruce's Office Machines 


0.00 




















C.U. Electric 


750.00 




















Cal Gas & Electric 


122.68 








Notes 






[ Edit Notes. . . ] [ To Dos... j 


[ Order Checks | 




Cal Telephone 


91.94 




















CalOil Company 


0.00 








Show All Transactions ▼ Filter By All 


▼ Date This Fiscal Year - 01/01/2016-12/31/2016 






City of Bayshore 


0.00 






























Type 


Num 


Date "* 


Account Amount 




City of East Bayshore 


0.29 








Purchase Order 


6237 


12/15/2016 


90100 • Purchase Orders 




-3,500.00 


City of Middlefield 


0.00 








Bill Pmt -Check 


267 


02/28/2016 


10100 • YourFirstName LastNa. . . 




-2,000.00 


Custom Kitchens of Bays. . . 


0.00 








Bill 




01/31/2016 


20000 • Accounts Payable 




-2,000.00 


Daigle Lighting 


1,591.00 








Bill Pmt -Check 


248 


01/31/2016 


10100 ■ YourFirstName LastNa. . . 




-3,500.00 


Davis Business Associates 


0.00 








Bill 




01/20/2016 


20000 • Accounts Payable 




-2,000.00 


Dianne's Auto Shop 


0.00 








Bill 




01/02/2016 


20000 ■ Accounts Payable 




-1,500.00 


East Bayshore Auto Mall 


0.00 




















East Bayshore Tool & Su. . . 


0.00 




















Employment Developme. . . 


0.00 




















Express Delivery Service 


0.00 
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EMPLOYEE CENTER 



• 


SI 


9 


9 


0 


v it 


m 


m 


* 


m 


9 


9 [ » 


Home 


Calendar 


Snapshots 


Customers 


Vendo^. Employees^ 


“D°cs 


Reports 


Statement Writer 


App Center 


Invoice 


User Licenses 


User Licenses It 



3 File Edit View Lists Favorites Accountant Company Customers Vendors Employees Banking Reports Online Services Window Help 



*8 ^ ew Employee... f£| Manage Employee Information * Print* 0 Enter Time* Excel* Word* 
| Employees | Transactions 



Payroll 



View Active Employees 






I Name 


Attach 


|| Dan T. Miller 





Elizabeth N. Mason 
Gregg O. Schneider 



Employee Information 

Employee Name Dan T. Miller 

Address Dan Miller 

195 Spruce Ave, #202 
Bayshore, CA 94326 

Map | Directions 



Edit Employee. . 



Phone 555-2601 
Cellular 
Alt Phone 



Edit Notes... 



Reports for this Employee 

■ QuickReport 

■ Payroll Summary 

■ Paid Time Off Report 

■ Payroll Transaction Detail 



Pay-as-you-go Workers 
Comp - Details 



Show All Transactions 



Date This Calendar Year 



01/01/2016 - 12/31/2016 



Transaction Type 



Date 



Account 



Paycheck 



12/15/2016 



10100 ■ YourFirstName LastName Che.. 



1,299.60 _ 



Paycheck 


12/15/2016 


10100 ■ YourFirstName LastName Che... 


1,350.1s 1 


Paycheck 


12/01/2016 


10100 • YourFirstName LastName Che. . . 


1,325.15 


Paycheck 


11/17/2016 


10100 • YourFirstName LastName Che... 


1,324.61 


Paycheck 


11/03/2016 


10100 ■ YourFirstName LastName Che. . . 


1,299.60 


Paycheck 


10/20/2016 


10100 • YourFirstName LastName Che... 


1,299.61 


Paycheck 


10/06/2016 


10100 • YourFirstName LastName Che... 


1,299.60 


Paycheck 


09/22/2016 


10100 ■ YourFirstName LastName Che... 


1,299.60 


Paycheck 


09/08/2016 


10100 ■ YourFirstName LastName Che... 


1,299.60 


Paycheck 


08/25/2016 


10100 • YourFirstName LastName Che... 


1,299.59 


Paycheck 


08/11/2016 


10100 ■ YourFirstName LastName Che... 


1,299.60 


Paycheck 


07/28/2016 


10100 • YourFirstName LastName Che... 


1,299.61 


Paycheck 


07/14/2016 


10100 ■ YourFirstName LastName Che... 


1,299.60 



L 
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DOCS CENTER 
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Report Center 
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Home Calendar 


Snapshots 


Customers 


Vendors 


Employees 


Docs^Re| 


aort^^tatement Writer 


App Center 


Invoice User Licenses 


User Licenses B 



Report Center 
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Go Paperless 



Two types of QuickBooks templates: 
■REPORTS Excel templates 

■ QB reports exported to Excel 

■ Example: Trial Balance 
■DOCS Excel templates 

■ QB Documents export to Excel 

■ Example: Invoice, Check 
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Go Paperless 



Export QuickBooks Reports to Excel: 

■Download Go Paperless Reports Excel 
template ( www.mvauickbooks.me ) 

■Save workbook as: 

YourFirstName YourLastName CH 1 REPORTS 
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Go Paperless 



Export QuickBooks Reports to Excel: 
■Display Trial Balance on QB screen. 

Select Excel > Update Existing Workbook. 



Jnp Trial Balance 



1( 

0 n£3 



Customize Report Share Template Memorize Print E-mail ▼ Excel 



Hide Header Collapse 



Dates 



Last Month 



From 



1 l/Q 1/20 16 [B] 




Accrual Basis 



YourName Chapter 1 Rock Cas^ 

Trial Balance 

As of November 30, 2016 



Create New Worksheet 
Update Existing Worksheet 



10100 • Checking 

10300 • Savings 

10400 • Petty Cash 

11000 • Accounts Receivable 



Nov 30 r 16 

❖ Debit ❖ Credit o 

► 55,641.39 4 

43,410.19 C 

500.00 
83,547.91 
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Go Paperless 



Export QuickBooks Reports to Excel: 

■Select workbook and sheet. 

■Select Advanced > uncheck Include QuickBooks 
Export Guide worksheet with helpful advice > 



OK. 

■Select Export. 



What would you like to do with this report? 



0 Create new worksheet 

Update an existing worksheet How it works 



Select workbook 




^YourFirstName LastName CHI REPORTS.xls 


i 

rvl browse... 










CHITB ^ 


f\ 


0 A comma separated values (.csv) file 


u 



Advanced...jv^j 



3 

Export I 


\ 




Cancel 




Help 
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Go Paperless 



Step-by-step instructions to Export QuickBooks 
Reports to Excel: 

■See Chapter 1 , pages 1 .28 - 1 .30 

■See INSTRUCTIONS sheet in the Reports Excel 
template 
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APP CENTER 



i File Edit View Lists Favorites Accountant Company Customers Vendors Employees Bankin^Fteports Online Services Window Help 



t© 


a 




© 
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9 i * 


Home 


Calendar 


Snapshots 


Customers 


Vendors 


Employees 


Docs 


Reports 


Statement Writ! 


L App CenteyjP 


Invoice User Licenses 


User Licenses 11 



O Back ^ Forward (x) Slop C> Refresh ^ Print 






Financial & Accounting 



Sales & Marketing 

Custom Reporting 

Business Operations 

Project Management & 
Collaboration 



Do more with QuickBooks 

Check out apps that work with your QuickBook data. Many apps are available for free or for free trial. 



Financial & Accounting 







AccountsOnline 

Give your customers the ability to view their 
transaction history anywhere 



ExpenseCloud 

Automate company expense reports 



Propelware Office Manager 

Online invoicing and order processing for 
QuickBooks 



Intuit 1099 E-File Service 

Electronically file 1099-MISC forms in minutes 



AuditMy 

Books 



ML 



AuditMyBooks 

Double check QuickBooks for errors and fraud in 
minutes 



Expensify 

Expense reports made easy 




ViewMyPaycheck 

Give employees 24/7 access to their payroll 



View 

My 

Poychedd in f° rmation from anywhere 




PlanetRE Money 

Enterprise financial management for residential real 
estate 
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QuickBooks Help 



^ Have a Question? 



export to excel 



r 






Results in Help 
Q HowTo 

• About exporting data to an Excel or CSV 

^ ^^cpoit^reportt^^c^ ^^ 

• Export items to an Excel or CSV file 
Export transactions to an Excel or CSV 
file 

• What does QuickBooks export to Excel? 
^ Show More Results 

$) Troubleshooting 



Excel formula does not work in a report 
exported from QuickBooks 
Exporting Item List to CSV format in 
Excel truncates the description 
Unable to save a report that was 
exported from QuickBooks to Excel 2007 
Formulas Entered in Excel After Exporting 
a Report Appear as Text 
Totals on employee time reports are 
incorrect 



Still Need Help? 



Visit Support 

Ask Community 
Connect with other 
users and check on 
questions you’ve 
asked. 



Help 



k 


QuickBooks Help 


FI 


Get Started Right with QuickBooks 




Ask Intuit 





Find Training... 

Learning Center Tutorials 
Support 
Find A Local QuickBooks Expert 



Send Feedback Online 


► 


Recommend QuickBooks 




Internet Connection Setup 




Year-End Guide 





Add QuickBooks Services 
App Center:Find More Business Solutions 
Register QuickBooks... 

Update QuickBooks... 

Manage My License 



Manage Data Sync 


► 


QuickBooks Privacy Statement 
About Automatic Update 





About QuickBooks Accountant 2012... 
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QuickBooks Files 



.QBW = QuickBooks Working File 
.QBB = QuickBooks Backup File 
.QBM = QuickBooks Mobile (Portable) File 
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QuickBooks Backups 



See Chapter 1 or Appendix B for step-by- 
step instructions on how to back up your 
QuickBooks files. 
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TWO WAYS TO DO YOUR 

QuickBooks Assignments 

■ Workflow 

■ If you are using the same computer 

■ And you have no errors 

■ Keep using the same .QBW file. 

■ Restart & Restore 

■ If you are changing computers 

■ Or if you have an error 

■ Use the text .QBB data files to restore. 
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TO LEARN MORE ... 



Turn to Chapter 1 

Visit the Online Learning Center 

www.mhhe.com/kav201 2 

Visit 

www.mvauickbooks.me 
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